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Access to the Reporting Site is through your Books24x7 subscription:
e Log in to Books24x7 as you would to access book content
e Click the Account Info tab on the top navigation bar
e Click on the ‘Usage Reports’ button to link to the Reporting Site.

Benorts %_@ Once on the reporting site, click on the name of the
R report you would like to run.
.
Report Description nmr[s — b‘?nk@
. Select Options for Subscription Detail
You can either:
e Pick a date range to generate a one-time report for a s
specific time period. Ena pate:

e Or schedule a report to automatically run at specific
time intervals (weekly, twice monthly, or monthly). .

Schedule it to run automatically:

Monthly reports are run from the first day of each month for the —
preceding month. Twice weekly reports are run for from the 1% to
the 15" and the 16" to the end of the month. Weekly reports are
run from Sunday through Saturday for the previous week. When the
initial scheduling request is received, a report for the last completed
time interval (i.e. last month) is generated.

Once your report request has been submitted, you can log out of the Reporting Site.

An email (from reports@books24x7.com) will be sent when either your one-time report or scheduled
report is ready for viewing. Go back to the reporting site to view your report.

Renort @ The Reporting Site home page now lists your Completed
et | Lo Reports. To view a completed report, click on its
un ar viows Report description
I—— NOTE: deleting a scheduled report will stop automatic
generation. Deleting a completed report, will only
delete that report. Reports will remain available
Schedule Report Description Delete? I n d efl n Ite I y .
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Subscription Statistics

# of new users

TS ocapied el acive %, Sbscipton subselbton coectons
Reports can be downloaded for offline use: either a e el e
formatted version (for Excel users) or an unformatted S T e
version (for those with other spreadsheet programs).
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